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Reporting Vendors, Purchases, and
Payments Objectives

* Learn to run ZPOVP and FBLIN reports

» Learn about document types used to pay
vendors

AASIS Support Center
April, 2002
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Troubleshooting for double
payments or unclosed but paid
purchase orders

AASIS Support Center
April, 2002
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» Can be selected by purchasing organization or
vendor.

Lists purchase orders and payments to vendors.

Agencies will be able to pinpoint potential
problems for further investigation.

AASIS Support Center
April, 2002
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Program Edit Goto System  Help

& 2dH @@ SHE DDO0 BE @ 0
Purchase Order Vendor Payment Report
@ & &

Purchase Order and “endor Payment Report

“Yendor to o
Furch. organization 405 to o
Business area 405 to o
Furchasing document to =
Company code ARK

Document posting date a7y fa1/ 2o to 0g/30/2002 @ 5

Select by Vendor or Purchasing Organization and Business area. May
also select by purchasing document if known. Type in the desired date
range and execute by clicking the clock icon.

fPOWE Sl sapgas | OWR
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List Edit Goto

System  Help

I H e SHE Do BE @m
Furchase Order Vendor Payment Report

DATE: O4/1 ?."EEIEIEE

=

FMMPREOADE_PO_NF Irkansas fdministrative Statewide Information System
aes 410 Purchase Order and YWendor Payment Report PRGE 1

Yendor 100001533 BROWW JANITOR SUPPLY

Furchase Orders

Fur. 0Org PO Mhbr. Posting Dt. Created by Lmount PO Hist

B405 4500004762 E8/07/2001  JBGROBMYER 76 G8 E
Payments

Doc Type Document Posting DL. Line Amaount Bus. Area

RE 51E0R956 BE/OT 2001 ey TH GBS D405 CLEARED

Each vendor is listed on a separate page. The vendor number and name is
at the top. Purchase Orders are listed first, followed by vendor payments.
RE Doc Type indicates that the vendor was paid by MIRO and KR indicates
that the vendor was paid by FB60 invoice payment.
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List Edit Goto

Systern Help

B0 H @ ESHE ODhLon HEE @«
FPurchase Order Vendor Payment Report

ZMMPRREAGDI_PO_WP Arkansas Administrative Statewide Information System DATE : 94!1TEEDDEEE
a5 410 Furchaze Order and Wendor Fayment Report FAGE ] EE

Yendor 100030300 MEWTOMW TIRE CO., IMWC.

Furchase Orders

Fur. Org FO Nbr. Fosting Dt. Created hy Amount PO Hist m
B405 4500008905 pas17/2001  JBGROBMYER 61.25 E [
B405 4500008905 pas17/2001  JBGROBMYER 89 .65 E

Fayments
Do Twpe Document Fosting Dt . Line Amount Bus. Area
RE 51002277 Bas17 2001 Ba1 150 90 04085 CLEARED

This indicates that the vendor was paid for both goods receipts in one MIRO
document. The cleared MIRO transaction is for the full amount owed to this
vendor. There are no apparent problems with this transaction. We can scroll

down the report to see more vendors.
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This payment to the same vendor on the same day for the same amount,
once by MIRO and once by FB60, should alert the agency to the possibility of
error. This vendor may have been paid twice for the same thing. Further

iInvestigation is warranted.
'I'J|I SR RS =it =T 1 - B -0 I, o 4 N [ IR £ L |

Furchase Order Vendor Payment Report

SMMPREOADE_PO_NF brkansas fdministrative Statewide Information System DATE: 9431?#2992EE
nes 410 Purchase Order and YWendor Payment Report PoGE 14 E

Yendor 100067192 COMDEX

Furchase Orders

Fur. 0Org PO Mhbr. Posting Dt. Created by Lmount PO Hist

B405 4500011443 E9/04¢2001  JBGROBMYER 2,895 00 E
Payments

Doc Type Document Posting DL. Line Amaount Bus. Area

KR 19074693 Ba/ 042001 ey 2,895 .00 Q405 CLEARED

RE 51E05967 B9/ 042001 e 2,895 .00 0405 CLEARED
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List Edit GSoto  Systern Help

& || Bd H@a@ DHE HTnLOn EE @M

Furchase Order Vendor Payment Report

FMMPREOADE_PO_NF Irkansas fdministrative Statewide Information System DATE: EI4!1T."2EIEIEE
2 -

aes 410 Purchase Order and YWendor Payment Report PRGE Lo

Yendor 100009493 TAPE COMFPANY IWC THE

Furchase Orders

Fur. 0Org PO Mhbr. Posting Dt. Created by Lmount PO Hist

B405 4500004815 B8/21¢/2001  JBGROBMYER 3667 E
Payments

Doc Type Document Posting DL. Line Amaount Bus. Area

RE FlEn2anz B8 212001 ey 34,40 D405 CLEARED

This payment for 34.40 is slightly less than the purchase order amount. The
agency will want to make sure the goods receipt is marked as final and not
holding up the additional 2.27 in budget.

A0 E[«][+]
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Advantages of ZPOVP

» Can be easily selected for Business Area
and Purchasing Group

* Runs quickly

* Displays purchases and payments for each
vendor together so that they can be easily
compared

12
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Disadvantages of ZPOVP

Cannot drill down to line items

It may be necessary to run ZPOVP first to
narrow down information for
troubleshooting payment problems, then run
FBL1N to be able to drill down to the

documents

13
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* Can be selected by vendor and dynamic
selection can be made for business area.

» Lists purchase orders and payments to vendors.

» Selection for an agency without limiting the
vendor selection causes the report to run very
slowly.

14
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Gota

Program  Edit Zystem

Helgp
JH e SRR D00 EHE @0
Vendor Line item Display

@ & @ ) &

Wendor selection
wendor account 100006460 ta
Company code LRE to

-

=]

I D

Select the vendor account number. You can select all of the
vendors by using the selection 1 to zzzzzzzzzz, but this is not
recommended because of long run time.

Line item selection ‘ ‘

Status
I Qpen tems
Open at key date OSro 2002

Select the status you want to view:
Open items, Cleared items, or All

I Cleared items

Clearing date
Open ot key dte items. You can also select by date.
@ Al tems
Posting date to @
[«
[ Twpe | [

| [>|PRD {17 100 sapapl2  OWR

AASIS Support Center
April, 2002
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Program Edit Goto

Zystem

Helgp

ITH @@ BEE Do HE @M
Vendor Line item Display

A==

I 7
I Qpen tems

Open at key date g5ra4 r2002

=]

I[417¥]

I Cleared tems
Clearing date to
Open st key date
@ Al tems
Posting date

to E'

Type
Marmal tems
[| Special GiL transactions

O] Neted kems Choose Normal Iltems and parked items.

ST Hit the dynamic selection icon to specify
only your business area. =

Lizt dizplay
Dizplay wariznt

hdaimum number of tems E

[~

[>|PRD {17 100 sapapl2  OWR
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ections Edit Goto  System

Helgp

1 H

COQ  SHEBE BT EHE @ o

Vendor Line item Display
@ E Ranoes | Hide field election
% (3 "-.r“ndu:ur master [=] Industry [«
Imclu=stry E e E
Crested an
. Courtry | |
Created by .
: City
PECPOR number octal cod
GEraup ke | o .a cose
Accaunt group Trading partner
Courtry Company code data
Alternative payes Reconciliation acct
1 i Accounting clerk 0
Certral deletion flag Enter your business area and make any
City Document data
P.0. Box secacind. — Other desired selections. Save.
PO, Box postal code Assignment .
Postal code Document number
Redion Posting date
Zearch term Document date
Central posting block CLFFEMCY
Central purchaszing block E Documert type
Iax ':':'dIE 1 |E| Poating key
. Buziness ares 0405 [ )
Adopt selected items Delete =l » 5 =
| 4 | S| Payment metho [«
Fundzs certer E
| [ ILo][e]

| [>|PRD {17 (100 sapapl2  OWR

AASIS Support Center
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Program  Edit Goto Systern Help

afld B @A I DB B8RRI m

Vendor Line item Display
@ & [ )2 1 active

J2 1 =etive | This indicates that the dynamic

selection has been made. Execute the report. (s

AASIS Support Center
April, 2002
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List Edit Goto Environmert Settings System Help

& B3I e SHE DDON BE @m
Vendor Line item Display
M4 P | 2B LRE| AT | B R| @ G choose @ swve | B 380 M | B seecions
Status: B open O Parked @& Cleared E
Due date: El overdue £y Due cE Hot due [+
Vendaor 10006460
Company code LREK
MName *BLOCK CORP EXPRESS
City CHICAGO

St |Az=sighnment Doc . no. Type Doc. date |S(DD)&mount in Tocal cur. |LCurr |Clrng doc. | Text
[ @ | 011303160 51031661 RE 1101472001 313.39-(USD FOOR9YF138

@ | FO0Ra7 713582002 FOOpSYy1538 | 2P 1181472001 313.39 (UsD FOORSFF15E
- & (0051 0408022002 51040802 RE 1250672001 1,055.27-(UsD FEg1130051
L @ |70011300812002 FEO11308581 | ZP 1270672001 1,055.2F7 (USD FEO11300581
- @ |0p192200492002 19220049 KR 1252172001 135.00- (UsSD FOO123353318

@ |7O012333132002 FEO1233318)| 2P 12024 72001 135.08 (USD FEO1233318 -
L @ |0ES1RE2ET702002 S1062870 RE O2ra552002 85 .B2-|USD FOO1557965
- @ | 7OR15579652002 FEO1557965 | ZF Q270572002 85 .62 |UsSD FEO1557965
L @ | 0E1926745842002 19267454 KR o2ra5752002 33.20-|USD FOO1557966
- @ | TOR15579662002 FOO1557966 | ZF Q25552002 33.20 |UsD FOO01557966

@ 3'334???5 1?"'.\IT|41‘|I:L'I ' [nhr i nl=ar e intniyl ano oo o TIﬁlﬂdﬂl:"_.A‘d‘?'z
[ @ | 7019674322002 cl . . . . .

The report contains similar information
*
@ . .
ST to the ZPOVP, in a different format.

[«IMv ]

Double-click on any item to drill down to
K0 the document. oo

|@ 12 tems were selected _ zapapl2 | OVE

| T R

AASIS Support Center
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Document  Edit Goto  Extraz  Environmert  System Help

& dH €@ CHE DDoa0 BRI @m : "“*M

Display Document: Line ftem 001

20 2w A J3 L5 vore data Withholding ta data

endar ; 1EA0EE4E0 *BLOCK CORP EXPRESS Gl acc 21180a1 a0
Company code LRE
State of Arkansas CHIC AT Doc. no. 31040802
Line ftem 1 ! Invoice § 31
Aot 1,055.27 50
Tax code F1
Witax base 959 .70 s Wtax exempt E5 .57 Wytax code oz

Additional details

Bus. area 0405
Dizc. base 1,055 27 =D Dizc. amount o.an =D
Payt terms QaE Daysfpercent (0] 0.oEn % @ 0.aon % o
Bline date 124006/ 2001 Fixed
Pmnt block Imyoice ref. I I
Payment cur.
Prmrt method W Pt meth.zupl. 1 1
g The document is displayed.
Paymernt ref.
Clearing 12400672801 f FOO1130051
Aszignment Q0510405022002

Tewt 5, Longtext

[>|PRD {17 100 sapapl2  OWR
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Vendor OQUAE4EE *BLOCK CORP EXFRESS
Purchase Orders ZPOVP
Pur. Org PO Nbr . Posting Dt. Created by Admount PO His
A4 E5 45A0E551 06 1 sar2002 JEGROEBMYER 1.49 E
a405 4500015551 A9 7200 JEGROEBMYER 153,62 E
[405 45008551 06 (ORacic=linje: JEGROBMYER 30,07 E
a405 4500015551 A9 7200 JEGROEBMYER 36.25 E
Q405 4500055106 a1 dsar2o002 JEGROEMYER 4. 06 E
A4a5 4500831052 11014720061 JEGROBMYER 280 . 26 E
a405 4500835375 1200672001 JEGROEBMYER 1,853, 20 E
Payments
Doc Type Document Posting Df. Line Amount Bus. Area
kR 19267454 Q2igsyz2o02 oy 33.20 0405 CLEARED
RE CABEZ2EYA A2 ipsr2an2 e 85 B2 Q405 CLEARED
KR 192200449 12021 72001 e 135. 00 0405 CLEARED
KR 19301350 Q3082002 e 298 258 0405 CLEARED
RE 51031661 1101452801 afoh| 313,39 B4a5 CLEARED
RE S1040802 1200672001 e 1,855, 27 0405 CLEARED
Mame *ELOCK CORP EXPREZS
City CHICAGO FBL1 N
St |Az=sighnment Doc . no. Type Doc. date |S(DD)&mount in Tocal cur. |LCurr |Clrng doc. | Text
: @ | 011303160 51031661 RE 1101472001 313.39- | UsSD FOAO9T Y 38
L @ | FO0Ra7 713582002 FOOpSYy1538 | 2P 1181472001 313.39 |USD FOOO9¥ Y 35
L & (0051 0408022002 51040802 RE 1250672001 1Qoss.27- [USD Foa11 30081
L @ |70011300812002 FEO11308581 | ZP 1270672001 1,855 27 |USD FOE11 30681
L @ |0p192200492002 19220049 KR 1252172001 135.00- | UsSD FOn1233315
L @ |7O012333132002 FOR12333158 (2P 12029 12001 135.08 |USD FOA1233318
- @ |0ES1RE2ET702002 S1062870 RE O2ra552002 85 . B2-|UsD FOR1S5TAES
L @ | 7OR15579652002 FEO1557965 | ZF Q270572002 5. 62 |UsD FO01S57a6S
L @ | 0E1926745842002 19267454 KR o2ra5752002 33.20- | UsSD FOB15573ER
L @ | TOR15579662002 FOO1557966 | ZF Q25552002 33.20 |UsD FO1 557366
L @[ 30347776 19301950 kR O3fO652002 298 . 28- |UsSD FO019674352
L @ | 7019674322002 FOO1967432 | ZF O3fEES2002 208 .28 |USD FOB19ET432
* o.aa (UsSD
** fhccount 10000G460 o.oa [Ush

AASIS Support Center
April, 2002
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» Lists purchase orders for which goods receipts
have been posted with no corresponding invoice
receipt (MIRO).

* Any purchase orders erroneously paid by using
a direct invoice payment (FB60) rather than
MIRO will show up on this report. (But if it was
paid twice, by MIRO and FB60, you won't see it
here.)

AASIS Support Center
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* This report can be searched by cost center and
fund information, as well as document and
requisitioner information.

AASIS Support Center
April, 2002
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Gota

Program  Edit Zystem

Helgp

] Q@@ SR a0 HE @D
Goods Receipls that have not been invoiced.
@ & &

-

=]

Selection Criteria to be uzed for processing.
Purch. arganization 0513 to
Purchazing document to
haterial o
Cozt center to
Aszet to
Sub-number to
Crder to
YWBS element to
Fund Evaoioo o
Funds center Os6 ta
commitment tem 5020002 o
L accournt to
Req. tracking number to
Reguisitioner to

In this example, search criteria are purchasing organization, fund,
funds center and commitment item. Note the other options and the
option of searching by range or multiple selection. When the
desired selections have been made, execute the report. T

24
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List Edit Goto Zeftings System Help

ld @@ SEHE Shoas BRE @M

Furchase Orders with Open Invoices
3 B | = | [ [®& choose [@& save | o | @@E}| [ aBC | Q) Print preview

Purchase Orders with Open Invoices
Purch Doz “tem “|Mat Doc tem Mbr| Quartity | Doc. Amourt (BA | Cost Cir Order |[FA Azset Sub-Asset|Fund Funds Ctr | Commitnent tem
45001 37707 {00010 |S0001 33580 (0001 127 550 193588 (0513 (3530 EDLIC EWA0100 (056 S02:00:02 |E|
435001 40356 5000204522 (0001 1.000 39.99 (0513353210 ECLIC E%A0100 (056 S02:00:02 |E|

00020 (5000204522 | 0002 1.000 4899 0513353210 EDLIC EWwA0100 (056 S02:00:02 ]
4500141172 {00010 | 50001 35575 (0001 12.000 2340 (0513353210 EDLIC Ew'A0100 (056 S02:00:02

00020 (5000195575 |0002 6.000 89.70 (0513353210 EDLIC EWAD100 (056 502:00:02
4500151944 {00010 |S00021 2530 (0001 1.000 12.00 (0513353293 EDLIC EWA0100 (056 S02:00:02

00020 (5000212530 |0002 1.000 400 |0513 353293 ECLIC E%A0100 (056 S02:00:02
4500154773 {00010 | 5000220653 (0001 1.000 2671 (0513353210 EDLIC EWAD0100 (056 502:00:02

00020 (5000220853 |0002 5.000 12945 (0513 (3530 EDLIC EWA0100 (056 S02:00:02 |
4500156777 (00010 | 5000236457 (0001 241 B30 241 B5 (0513 353240 ECUIC | 310002262 |0 E%A0100 (056 512:00:11

5000247001 (0001 37960 3706 (0513353240 EDUIC | 310002262 |0 EWwA0100 (056 512:00:11

45001 63785 [00020 | S0002457583 (0001 2.000 3726 (0513353210 EDLIC Ew'A0100 (056 S02:00:02

00030 (5000245735 |0002 2.000 37.26 (0513353210 EDLIC EWAD100 (056 502:00:02

AORAR L SONN2457AR 0003 R nnn 157 8N IN51 3 1535320 Frl I Fuwr a1 NN insA S0 002

The report gives the purchase order number, item, material, item
number, quantity, amount, business area, cost center, internal order,
functional area, asset and sub-asset number (if any), fund, funds
center and commitment item. Scroll over to see more of the report.

25
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Furchase Orders with Open Invoices
3 B | = | [ [®& choose [@& save | o | @@E}| [ aBC | Q) Print preview

Purchase Orders with Open Invoices
Purch Doz “tem “|order |Fa Azset Sub-Azset| Fund Fundz Ctr| Commitiment tem | WBS Elemernt| GiL REG. Tracking #|Requisitioner
45001 37707 | 00010 EDUC EvA0100 (056 S02:00:02 50900193000 |SP02-0635 Kl
435001 40356 ECUC EvA0100 (056 S02:00:02 5090022000 (MC Kl
Qo020 EDUC EvA0100 (056 S02:00:02 5090022000 (WS Kl
4500141172 {00010 EDUC Ew.A0100 (056 S02:00:02 S030022000 (WS Kl
Qo020 EDUC Ev.A0100 (056 502:00:02 5090022000 (WS Kl
4500151944 {00010 EDUC EvA0100 (056 S02:00:02 5030010000 (MMB
Qooz0 ECLIC EwA0100 (056 S02:00:02 5030010000 (MMB
4500154773 {00010 EDUC Ev.A0100 (056 502:00:02 5090019000 (WS Kl
Qo020 EDUC EvA0100 (056 S02:00:02 5090022000 (WS Kl
45001 56777 (00010 ECLIC | 310002262 |0 EvA0100 (056 512:00:11 Fid Fid
EDLIC | 310002262 |0 EvA0100 (056 S12:00:11 Fi Fi
45001 63785 (00020 EDUC Ew.A0100 (056 S02:00:02 50300193000 [MC Kl
Qo030 EDUC Ev.A0100 (056 502:00:02 5090019000 (WS Kl
Q0040 EDUC EvA0100 (056 S02:00:02 5090019000 (WS Kl
aooso ECLIC EwA0100 (056 S02:00:02 5090019000 (MC Kl
Q0os0 EDUC Ev.A0100 (056 502:00:02 5090019000 (WS Kl
A=nnd gax2n innnin Fril I~ Fuaninn Insr SN0 <nannd annn (ke Kl

Other items displayed are the Requisition tracking number and
requisitioner. Note that it is not possible to drill down in this report.

AASIS Support Center
April, 2002
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